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Stepaside C.P. School – Charging and Lettings Policy  
 
 
 

Charging 

 

Purpose of Policy  

 

The purpose of this policy is to set out what charges can and cannot be 

made for activities in Stepaside CP School. The policy has been drawn up 

in accordance with Sections 449-462 of The Education Act 1996 which 

sets out the law regarding what charges can and cannot be made for 

activities in schools maintained by local authorities. 

 

Circumstances where no charge is made  

 

No charge will be made for:  

• Education in School  

• Education provided wholly or mainly during school hours  

• Admission to school for children of compulsory school age 

• The supply of any materials, books and instruments and other 

equipment. 

• Transport to regular swimming lessons 

 

Charges 

 

Charges will be made by the school for other activities known as               

‘optional extras’ 

• all residential trips to cover board and lodgings 

• optional extras such as Pantomime and end of term trips 

• school photograph orders 
 

Charges will also be made for book bags and water bottles purchase in 

bulk by the school. 

 

Parents are invited to speak confidentially with the headteacher or their 

child’s class teacher if they need support.  A hardship contingency fund is 

available and cases will be considered individually.  

 

Voluntary contributions 

 

Although schools cannot charge for school time activities, voluntary 

contributions may be sought from parents for activities which supplement 



the normal school curriculum. Requests to parents for voluntary 

contributions will state that: 

• The contribution is voluntary  

• Pupils will not be excluded through parents’ inability or 

unwillingness to pay  

• Pupils of parents who cannot contribute will not be treated any 

differently 

• Where there are not enough voluntary contributions to make the 

activity possible and there is no way to make up the shortfall, the 

activity will be cancelled.  

 

 

Requests made for voluntary contributions made in respect of individual 

pupils must not include any element of subsidy for any other pupils 

wishing to participate in the activity whose parents are unwilling or 

unable to pay the full charge. 

 
Parents will be asked to make a voluntary contributions to cover  

• entrance fees and transport costs for Educational trips taking place 

as part of the class topic 

• Sports competitions 

• Other educational competitions 

 

Remissions 

 

At present the school is only able to accept cash and cheques for charges 

made.  Monies will only be accepted if received in a clearly marked 

envelope and accompanied by the reply slip.  These will be checked and 

recorded by the class staff and then passed to the school Admin officer.  

Receipts will be issued for charges where appropriate.  Receipts will not 

be issued for voluntary contributions.  Monies from charges will be 

banked in a timely manner. 
 
Lettings 
 
Introduction  
 
The Governing Body of Stepaside C.P. School regards the school buildings 
and grounds as a community asset and will make every reasonable effort to 
enable them to be used as much as possible. However, the overriding aim of 
the Governing Body is to support the school in providing the best possible 
education for its pupils, and any lettings of the premises to outside 
organisations will be considered with this in mind.  
 



The school’s delegated budget (which is provided for the education of its 
pupils) will not be used to subsidise any lettings by community or commercial 
organisations. A charge will be levied to meet the additional costs incurred by 
the school in respect of any lettings of the premises. As a minimum, the actual 
cost to the school of any use of the premises by an outside organisation must 
be reimbursed to the school’s budget.  
 
Definition of a Letting  
 
A letting may be defined as “any use of the school premises (buildings and 
grounds) by either a community group (such as a local music group or football 
team), or a commercial organisation (such as the local branch of ‘Weight 
Watchers’)”. A letting must not interfere with the primary activity of the school, 
which is to provide a high standard of education for all its pupils.  
 
Use of the premises for activities such as staff meetings, parents’ meetings, 
Governing Body meetings and extra-curricular activities of pupils supervised 
by school staff, fall within the corporate life of the school. Costs arising from 
these uses are therefore a legitimate charge against the school’s delegated 
budget.  
 
Charges for a Letting  
 
The Governing Body is responsible for setting charges for the letting of the 
school premises. A charge will be levied which covers the following:  
 

• Cost of services (heating and lighting);  

• Cost of staffing (additional security, caretaking and cleaning) – 
including “on-costs”;  

• Cost of administration;  

• Cost of “wear and tear”;  

• Cost of use of school equipment (if applicable);  
 
Where there are multiple lettings taking place at the same time, the costs for 
services and staffing will normally be shared between the organisations 
involved.  
 
 
 
The specific charge levied will be reviewed annually, during the spring term, 
by the Finance, Staffing & Curriculum Committee, for implementation from the 
beginning of the next financial year, with effect from 1st April of that year. 
Current charges will be provided in advance of any letting being agreed. 
 
Current Charges for the School Hall are as follows  
 

1hour 1hr 30 2hrs 2hrs 30 Thereafter 

 
£10 

 
£15 

 
£20 

 
£25 

 
£5 per 
30mins 

 
 



Management and Administration of Lettings  
 
The Headteacher is responsible for the management of lettings. Where 
appropriate, the Headteacher may delegate all or part of this responsibility to 
other members of staff, whilst retaining overall responsibility for the lettings 
process. If the Headteacher has any concern about whether a particular 
request for a letting is appropriate or not, he will consult with the Chair of  
Governors, who is empowered to determine the issue on behalf of the 
Governing Body. In addition, the Headteacher may consult with the Director of 
Education regarding any individual letting, and as a result the letting 
application may be refused.  
 
The Administrative Process  
 
Organisations seeking to hire the school premises should approach the 
Headteacher (or other designated member of staff), who will identify their 
requirements and clarify the facilities available. A form LET 1 should be 
completed at this stage. The Governing Body has the right to refuse an 
application (form LET 3), and no letting should be regarded as “booked” until 
approval has been given in writing. No public announcement of any activity or 
function taking place should be made by the organisation concerned until the 
booking has been formally confirmed. Once a letting has been approved, a 
form LET 2 will be sent to the hirer, setting out full details of the letting and 
enclosing a copy of the terms and conditions and the hire agreement. The 
person applying to hire the premises will be invoiced for the cost of the letting, 
in accordance with the Governing Body’s current scale of charges. (Schools 
may wish to seek payment in advance in order to reduce any possible bad 
debts.) The hirer should be a named individual and the agreement should be 
in their name, giving their permanent private address. This avoids any slight 
risk that the letting might be held to be a business tenancy, which would give 
the hirer security of tenure.  
 
All lettings fees which are received by the school will be paid into the school’s 
delegated budget, in order to offset the costs of services, staffing etc (which 
are funded from the school's delegated budget). Income and expenditure 
associated with lettings will be regularly monitored to ensure that at least a 
“break even” situation is being achieved.  
 
 
 
 
 
Public Liability and Accidental Damage Insurance  
 
All organisations submitting applications for letting of school premises must 
certify that they posses an appropriate level of cover for the activity being 
undertaken. The minimum level of cover required by the governing body is 
£5,000,000  
 
Further information on this matter may be obtained by contacting Paul Eades, 
Risk Manager, on 01437 776291.  
 


